Approved For Rel5iM»» ? 2003)j(a3/28 : CIA-RDP78-00433A00^WtfK)50030-4 



6 Mg 1971 


MEMORANDUM FOR: Chief, Information Services Division, DDI 


ATTENTION 

SUBJECT 

REFERENCE 


Deputy for Information Management f 

/ 

Retention of Certain Office of Fin|mce Records 

Exe cutive Dire c tor-Comp t ro 11 er 'jf Memo randum 
dated 10 June 1971 (ER 71-34,18/1) , 

Subject: Control of the Agjsacy's Records 
Storage Growth 



1. This memorandum requests DDgflSD and DDP/CI Staff to 
re-examine Cl's previously stated neesjF to retain certain finance 
vouchers and accountings in excess df established legal retention 
periods. These records contain travel accountings as well as 
operational entertainment and expanse vouchers which Cl Staff has 
requested the Office of Finance tain for 30 years, rather than 
12 years as prescribed by the Ipfs. Comptroller General and the 
Archivist of the United States 

2. As you h yPLs emphasized in the referent memoran- 
dum, we are serious fed in terms of available space in the 

Records Center and .nance records represent the largest 

category of records ;s in the Records Center chargeable to 

the DDS. As of 21 1, there were 2,500 cubic feet of head- 
quarters vouchers a . accounting records over 12 years old. 

In addition to this ubic feet, the volume which will become 

12 years old and sy legal destruction during the next 3 

years is as follow 


- 450 cubic feet 

- 450 cubic feet 

- 530 cubic feet 



In 1972 
In 1973 
In 1974 


Taking thisi^olume into consideration, as well as newer records 
accumulati^s in this category, it is apparent that during the next 
ten years /approximately 500 cubic feet per year could be legally 
destroyed but for the Cl Staff request that they be retained for 
30 years 
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3. It is clear that the operational and legal use of these 
records in the Support Directorate ends when they are 12 years old. 
This is the largest single collection of records in the Support 
Directorate and with its annual growth rate of 500 cub^ feet the 
DDS simply cannot live within the 1,000 net cubic fee# annual alloca- 
tion if we cannot destroy these records when they rejch the 12-year 
legal retention period. Additionally, from a cost Jrfectiveness 
standpoint, long term retention is an ever increasing burden. For 
example, the 2,500 cubic feet that we could now ifestroy will occupy 
new motorized shelving at a capital investment jfost of $15,000 and 
requires another $2,500 in annual maintenanc^costs . If nothing is 
done this collection would continue to grow £t an annual rate of 

500 cubic feet, costing $4,000 in capital investment and overhead 
charges each succeeding year. By 1979, thp first year we could 
begin to destroy records on the 30-year Retention basis, costs would 
have mounted to $42,000 in capital invejEment and over $41,000 in 
overhead charges. This appears to be ga extremely high price to 
pay for Cl contingency purposes. Comprsion to microfilm is an 
alternative if DDP insists on a ZQ-ygkx retention basis but this 
is even more expensive. 

4. In re-examining and rejplidating the justification for 
retaining these records 18 yearsjoeyond the legal retention period, 
we urge the following factors bgf considered: 


a. The Agency qpsts to retain these records for 
this contingency is conservatively estimated at $83,000 
over the next 8 yearsjalone. Estimated costs to film 
this collection (assdpiing DDP/CI could make manpower 
available) are approximately. $100,000 for the initial 
2,500 cubic feet ar \§. $20,000 per annum to film the 500 
feet per year growth in these records. 

b. The validity of Cl Staff's assumptions should 
be carefully examined. That is, can we indeed rely on 
these records t# provide a detailed reconstruction of 
travel, assignments, and other operational activity on 
the part of staff, staff agent and contract personnel? 
Even if we cani how significant is this "additional" data 
in relation tcf information already contained in the ex- 
tensive operational project files retained in the Clan- 
destine Services records system. 
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c. If these records are to be retained longer 
than the 12-year legal limit to meet the DDP/CI require- 
ment, DDS has no alternative but to charge the volum<| in- 
volved to the DDP space allocation at the Records Center. 
Office of Finance would retain technical control aj£ the 
collection but the 2,500 cubic feet which could he legally 
destroyed now would use up the DDP's annual records space 
allocation for the next 21/2 years unless th^re are 
offsett ing reduction s in the 24,000 cubic f$et of DDP 


records 


It is significant tojKote that these 


records deposits when charged to the DPI 


10 percent of the DDP records 

tion for retention therefore should 
to other DDP records retention 
decision on which collections wou 
order to absorb the 2,500 feet w: 
space allocation for the DDP 



rould represent 
The justifica- 
judged in relation 
ements, forcing a 
have to be removed in 
in the present records 


d. Cl Staff has previously stated, memorandum 
dated 8 May 1968 (DDP 8-1896jff that frequency of requests 
for searches of these finaiuffe records is not a substan- 
tive basis for judging thejrr value. We suggest that in 
view of the costs of retaining these records and the 
priority they may have in relation to other DDP records, 
the use of this collection might now be a significant 
factor. In this regarjf, Office of Finance reports that 
they have no record of a DDP reference request during 
FY 1970 and 1971 involving accountings that are past the 
12-year retention psfriod. 

5. We would appr/ciate the results of your review of this 
problem by 1 October 1971, in order that we may commence destruc- 
tion of the collection^ar if they are to be retained, arrange for 
these records to be charged against the DDP records storage alloca- 
tion per referent memorandum. 


exjt 


\ 


Chief, support services staff 
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